
Graphics Tips: Principles 
for Good Graphics Design 
while not exhaustive, the following tips are helpful for constructing effective graph- 
ics. Those who consider them will be well on their way to creating good graphics. 

Remember that most of us will improve our graphics techniques largely through trial 
and error. We will try, evaluate the result, and try again. Through the process of trial 
and error, we will discover what works and what does not. Also, by scrutinizing the 
mistakes or successes of others, we can learn with less pain. 

Each graphics software program has numerous options; these small touches often 
make the difference between an adequate graphic and an exceptional one. For this 
reason, we need to consider the following when constructing graphics: 

General Tips on Graphics Design 
b Do not omit any information from a graphic simply because the information is 

included in the accompanying text of the report; everything required to interpret 
the j ul graphic shoi d appear somewhere on the graphic. 
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b Clearly indicate when values rise above (or dip below) an important threshold. 
Three ways to highlight such a threshold are 1) adding a pointer/marker, 2) adding 
a reference line, or 3) shading the important part of the graph. 



Use paired graphics to explain more fully related findings. For example, rather 
than put multiple lines on the same graphic, splitting the information between 
paired graphics can make multiple trends easier to interpret. 

w Do not use scales carelessly. Often several different scales can be used. However, 
avoid the temptation to choose scales which do not fairly depict the data portmyed 
It would not be ethical to do so. 

&nsider using two different vertical axes (two Y-axes) in the same graphic to 
compare two trends which could otherwise not be compared on one scale. 

Use properly spaced scales. Specifcally, do not change the interval width arbi- 
trarily. For example, it would be misleading to start a scale with intervals of 1 and 
when a certain point was reached the intervals change to 10. This will distort the 
graphic. Fortunately, most presentation graphics propms only allow the user to 
choose one scale per axis. 

Unless paired with a second, full-scale graphic, generally avoid using partial : 
breaks in most cases. For example, you are graphing data and one bar is so 
larger than the other bars that it is difficult to discern any trends with the othi 
since they are so small. You might be tempted to simply slice a portion of tl 
large bar away using a break so that the trends depicted by the smaller bars : 
more apparent. 

Incorporate the data themselves directly into the graphic if they will have imr 
In this type of graphic, data points are replaced with the actual numeric valuc 

Use adjusted or corrected raw data. Using unadjusted or uncorrected data m: 
convey a misleading impression. 

b Provide proper comparisons in order to put the data into the proper perspea 
Thii simply means you should provide the reader enough information to maE 
their own decisions. For example, you might be inclined to graph only data 
two years which showed an increase in sanctions for a particular State. How 
it would be more fair to graph a larger span of time if decreases occurred pri 
or after these years. Additionally, the two year increase could have existed ir 
several other States. If knowing this additionally information would affect thc 
reader's interpretation of the information provided, it should be included. 

b Do not use three-dimensional (3-D) graphics gratuitously. Adding a third din 
sion can often make a graphic more appealing and more likely to be viewed 
carefully. However, 3-D also distorts images and can give a viewer a false pc 
tion. . Resist the temptation to overuse a graphics program's many options (e.g., fon 
styles, shading patterns). 
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using Graphics J&ctidy 

b Add color to graphics for important oral briefmgs (e.g., slides, transparencies, flip 
charts). However, color should rarely be used in inspection reports because 
readers will often read copies of the original report which are in black and white. 
If color is required, ensure when the color graphic is copied on a non-color copier 
that the graphic still portrays its message without distortion. 
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Colors can be used to distinguish one category from another (in a pie chart), to 
symbolize reality (green for savings or red for losses in a deviation column chart), 
to emphasize certain data (segments of a deviation bar chart indicating unaccept- 
able performance), to identify a recurring theme (each time staff have been added), 
or simply to enliien the graphic to make it more readable. Colors found in nature 
(light blue, yellow, gray) often work best, especially along with strong primary 
colors for emphasis. Remember that color graphics are expensive and take time to 
produce. Also, be aware that some people can't distinguish red or green very well. 

If the graphics program used produces a border, use Wordperfect's user-defined 
graphics option rather than the graphics figure option when importing such a 
graphic into WordPerfect (or change the options for the figure to include no 
border). Otherwise, you will get a double border surrounding the graphic. 

Save good graphics designs as templates. A template for major graphics types will 
save you time and help you create attractive, consistent graphics without having to 
make basic design decisions each time you create one. Many graphics programs 
already come with templates for selected types of graphics (e.g., Drawperfect 
comes with24 drawing templates you can use as models or as the basis for your 
own work). Some even include clip art. 

b When you see a good graphic, copy and save it in a folder. This may come in 

Tips for S p e d i  Types of Grapbics 
Pie Charts 

handy one day when you need to graph similar types of data. 

Use percentage figures in developing the pie chart. While most presentation 
graphics programs can convert numbers to percentages, it is a good habit to use 
percentages. 
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use a legend for annotating several pies on a page with common descriptions. 
This avoids repeating the labels on each pie and gives a cleaner look to the page. 

*Ltnechatg 
Use multiple-line charts to compare the trends of several items. Distinguish lines 
by using different line styles or widths. Remember, more than three or four lines 
can make a graphic confusing, especially if the lines cross. One remedy discussed 
previously is to break your data up into two charts and place them both on the 
same page. 
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=charts 
Bider other graphics options when stacked areas become jagged-looking and 
d to interpret as a consequence of extreme swings in the data and the lack of a 
nmon baseline. Use a clustered bar chart if you want to compare data sets 
inst a common baseline. Use a segmented bar chart if you want to stack areas 
L different form. 

x bands (fded in area) from bottom to top in a logical progression. One 
hod is to place the bands in order of significance. Since the bottom band is 
iest to interpret and is usually the darkest, the most significant band would be 
:ed there. Another method, providing the easiest overall interpretation, is to 
:e the most stable band on the bottom and work up through the less stable 
Ids. 

ation Bar Charts 
inge the positive values in descending order and the negative in ascending 
er. 

plentedBarcbarts 
re sure the segments of a bar add up to a meaningful total (e.g., 100 percent of 
iethiig). Use a clustered bar chart to display several items that are not parts of 
leaningful whole. 

;tog+ams 
,ose the right numeric intervals when constructing a histOgrdIIl. 111 general, 
ose at least five intervals and no more than 20. Too few or too many intervals 
obscure the pattern of distribution. 

*pairedBarchart! 
Although the left anb AxslAr Aia.c ocyruarr. o-bo, xy 
to use the same scale for both. If you do use separate scales, try to scale them so 
that the longest left bar is dose to the same length as the longest right bar. 
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Uahg Graphics H f e d v d y  

Bubble Charts 
Use no more than eight bubbles in a single chart for maximum effectiveness. 

*Textcharts 
Use lowercase letters for readability. 

Use borders for a polished look. 

Use a minimum of words per line and a minimum number of lines per chart. 

Double space text if the text size is small. 

Use italics, not capitals, to emphasize 

Use text sizes no smaller than eight in 
flip charts, to ensure readability. 
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Graphics for Oral 
Briefmgs 
Graphics which are appropriate and helpful in a written 
report are not always appropriate or helpful for an oral 
briefmg. In fact, using the same graphics as in a report 
can sometimes harm a briefing. The graphics in a written 
report are analogous to magazine advertisements. A 
viewer can study each graphic as long as necessary and 
wen return time and again to check the details. But 
graphics for a briefmg are more like billboards by the 
highway. A viewer has only one, brief chance to grasp 
the message as it flashes by. 

One expert recommends that our briefings use graphics 
"twice as simple and four times as bold" as those we use 
in our reports. Briefmgs are not the time for graphics 
requiring careful, detailed study. We should simplify our 
graphics in briefmgs and refer the audience to more 
detailed graphics for additional information. 

Pkiantafng for tbe Briefing 
When planning a briefing, the first question may well be not "what visuals are 
needed?"; it may be "are any needed at all?" The answer may be no. There are, a 
all, some disadvantages to visuals; they 1) may take a lot of time and thought, 2) c 
divert attention away from what we are presenting, 3) may diminish flexibility, 4) 
cost money, and 5) if the visuals are poorly done, the result can vary from audieni 
confusion to dissatisfaction. 

~ 

Having said that, it remains true that a picture is worth a thousand words. Most 
briefmgs are improved, and many are transformed, by good use of graphics. Thej 
instantly and vividly portray things which may be inefficient to convey verbally. F 
the audience, graphics save time, create interest, add impact, and most importantlj 
remain in the audience's memory long after the words have gone. 

If you decide to use graphics for a briefing, think about them from the very start c 
your briefing preparation. Do not f&h your briefing script and then say "Now 
where should a graphic go?" From the beginning, begin asking yourself "What 
message do I want to lodge in the minds of the audience?" 
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using Graphics E&atvely 

BdeJZng Cbart Traps 
Using Too Many Words 

It is easy to use too many words in a briefmg chart. There is less danger if the 
graphic is used as a handout and the most danger if the graphic is a slide. Whether 
the words are used to identify parts of a graphic or describe information such as 
stages in a process, their intended task will fail if there are too many words. The 
audience is either 1) deterred from reading them or 2) fails to listen to the speaker 
because they are following the eye-words at the expense of the ear-words. Especially 
for a large audience, visuals (slides, transparencies, large flip charts, etc.) do not have 
to be self-explanatory and are often more effective if they cannot be fully understood 
until the speaker identifies and explains the picture. It is a support, not a substitute, 
for the presenter. The effect of the graphic is often increased if we bring it to life and 
breathe meaning into it as we take an audience through it. It is acceptable and often 
preferred to give visual information prorzressivelv. over a seauence of graphics, 
instead of trying to cram it all on one. 

Using Too Smal l  Words 

I 

I 

Another of the most common traps is not m g  tne worn Dig enough. It sounds 
too obvious to be worth mentioning, but it is one of the easiest traps in the world to 
fall into. The trouble is that presenters already h o w  what the words are, so they can 
read them just fine. Moreover, they may wish the words were big enough because it 
is time consuming to redo a graphic, so they kid themselves the words are perfectly 
legible. O n  tnn of that thev may forget how far away the audience may be sitting. 
Especia ‘ S d  3 big as possible 
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s. The choice of medium does impact graphics options. 

made into a transparency. Handouts can be in black and white or color. Handouts 
summarize the main points of your presentation. This is virtually done when you 
prepare the executive summary of the report. Usually, all that is left is to further 
simpllfy the executive summary and add simplified graphics emphasizing the impor- 
tal 

have a color printer (e.g., color lasejet) you will have to weieh the benefits of using 
color against the lead time and cost requirec 
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PosterboardfllpChart~ 
Preparing flip charts are very similar to preparing color slides. However, since you 
do not have the printer capable of making large posterboard flip charts, consult the 
graphics shop. Copies of handouts are adequate to be given to the graphics shop. 
The shop will turn your black and white handouts into large colorful charts. 

Slides 
Slides are very effective in a presentation to a large audience. Simplification is critical 
to good slides. Bullet your text, keeping the text to only a few words and no more 
than one l i e  per bullet. Graphs should be simpliied to include only that which is 
essential (e.g., the axes might not be needed). 
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can be made by the graphics shop or you may choose to do them yourself. If 
sh to do them yourself, you must use a software program which supports the 
laker device you will be using. If you do not own a slide maker device, ask 
L other HHS offices. Very likely, the Social Security Administration’s regional 
5 center will have one. If you create slides yourself, the cost can be insignifi- 
It generally involves only the purchase of slide flm. However, the learning 
or using the device effectively may be large the fmt few times. Consequently, 
ay want to just let the graphics shop handle the production or if time is critical 
mey is no object, let a slide production service (many graphics shops in your 
roduce them. 

choose to create your own, the following points may assist you: 

a graphics program with a built-in slide-aspect ratio. This feature will automat- 
y compensate for the differences between the width-to-height ratio of your 
Zn and that of slides. 

solid fonts instead of outliie ones. Outline text is less readable on a slide. 
’t make your text too skinny. Slides aren’t a good medium for minutiae. Keep 
Ilines at 24 point size or larger. Never use a font smaller than 10 points in the 
r of the graphic used as a slide. 

thick lines. This is a corollary of thick fonts. the 
age’s thinnest line widths and never use any me m n e r  man a L-noit rule. 

You should stay away from .. _. . .. .. . .  

solid colors. Completely fdled areas are easier to see t 
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e plenty of room on the outside edges of your screen. The same line of text 
fits precisely on your displa: ride 
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7 screen may run over the edge on a slide. 7 
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a dark background. Dark blue or D ~ C K  are me most popular uecause mey 
c imperfections in the projection screen or slide and permit a sharp contrast 
ven elements. Use light, contrasting colors, such as yellow and white, for 
and other important text. 



using Graphics Effeairrly 

Take advantage of overlaying techniques. Film recorders will let you place one 
object in front (or on top) of another. For instance, you can superimpose a bar 
chart on top of a clip art symbol. This technique, however, won't work well on 
vector devices such as plotters because the plotter ink smears as it overlays. 

screen ProJestiOns 
Screen projections involve the projecting of computer images through an overhead 
type device. This type of presentation is most effective with small audiences (10-20). 
Since the computer is used, the presentation can take on a considerable degree of 
automation and visual effects. You will need a projection device such as In Focus's 
LCD projection panel to interface with the computer. LCD panels function much like 
transparencies but offer the additional advantage of screen shows. The LCD panel 
sits on the overhead projector and is connected to the computer. The overhead 
projector then transfers the images to a screen using either CGA, EGA, or VGA 
resolutions depending on the computer and panel used. 

To really take full advantage of the projection panel, you will need a graphics 
program containing a screen show utility. Most major presentation graphics programs 
contain a screen show feature (e.g., Harvard, Freelance, and Drawperfect). As with 
any slide show, you will specify the order in which the slides are presented. Slides 
are nothing more than a graphics fde. The slide show will use the fdes it creates and 
will generally accept raster (bit-mapped) files created by other programs. Scanned 
images are bit-mapped. Files created by screen capture programs are also bit- 
mapped. Screen capture programs are especially valuable when developing training 
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While technologies are getting better, many ow color very well. If it 
is a color LCD, the colors are usually washec panels generally project 
images using a blue or gray color scale. Additionally, CGA or even EGA resolutions 
are much more blurry and difficult to read than newer VGA panels. Because of these 
drawbacks, you will need to take special care creating slides to ensure color and 
shading changes on the panel do not result in the loss of clarity of slides. While the 
slide show may look great on your Pc's monitor, the same may not be true of the 
projected image. Consequently, take special care. If the projection device does not 
WPF v rome displays. ams used to prepare slides to monoch 
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I Graphics Sohare 
Graphical software have become so powerful they require little effort to produce 
quality graphics in a short period of time. Graphics programs provide us with many 
predefined graphics formats (bars, pie, etc.) from which to choose. Thus, it is a 
simple matter to fd in the data screens with the requested information. Then, within 
seconds, you can display the results on your computer's screen or printer. 
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Graphics programs allow us to easily alter characteristics of a graphic to reveal other 
tles of the data. Most programs even allow us to change from one chart format 
(other at the touch of a button. This allows us to see options before we choose 
,hart which is best. But, what determines which graphic is best? This guide has 
ipted to provide information on use of graphics which might help you with this 
mination. If you have further questions, you might consult books on graphics 
s l i e  those referenced in the back of this manual. Interestingly, some answers 
be no further away than the "help" key of your graphics package. 
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e graphics programs have proliferated, they have yet to be used as extensively as 
ible. The vast majority of OEI reports include few, if any, graphics. Additionally, 
:ntations to OPDIVs are usually limited to black-and-white laser-printed hand- 
Although the graphics shop can produce color slides and poster boards, they 

rally have been used only for important presentations, when the best impression 
critical (e.g., the Secretary's briefings). 

hould take advantage of the computer products available in our offce in order 
hieve the most effective inspection report possible. For our word processing 
s, Wordperfect 5.1 is an excellent product offering many features. While it is 
ient graphically (e.g., creates only simple graphics such as lines, boxes, text 
ing, column charts, of text charts), Wordperfect makes up for this by allowing 
:o import graphics created by other programs. While this may not be the most 
enient situation, it does allow you to choose those graphics programs which best 
our needs given budget considerations. 

For simplicity, graphics software can be classified into three basic categories: paint 
programs, draw programs, and presentation graphics programs. Although present- 
ation graphics programs are most often used in our day-today work, the other 
program types are imporpnt because they can be used to enhance or modlfy charts. 
Let's briefly view differences in the individual programs. 

Paint Program 
Paint programs are usea to create pictures from scratcn usmg rreenana arawmg or 
touch up scanned images (e.g., photographs). Inexpensive painting programs often 
provide little more than a simple electronic easel. You are given a blank pad 

: tools. 
YOU simply use the brush by "dipping" it into a cok ading 
naint nver the w e n  
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Ushg Graphics E&al*rly 

Paint programs, which generate pictures out of dots, are enhanced by the addition of 
user-selemble options to automate the drawing process. With these, the computer 
takes an active part in making the pictures. The main applications of a painting 
program are to 1) create symbols for pictographs (e.g., a company logo), 2) create 
pictures for image underlays, 3) edit graphics digitized by a page scanner, or 4) 
modify a graphic on a dot-bydot basis. Paint programs store the information as bit 
map locations. (See Appendix B for further information.) 

Although paint programs are valuable for such things as editing a scanned image or 
creating colorful illustrations for slides, they are rarely used in OEI. However, as 
scanners become widely available to inspection staff, their use may increase. 

Draw Programs 
Draw programs are more structured than painting programs, although you can often 
draw the same types of images with both. However, a draw program creates images 
as a combination of lines, circles, curves, and other geometric shapes rather than 
dots. Draw programs store information in the form of computer instructions. 

Advanced drawing programs are designed for computer-aided design (CAD) or some 
types of artistic design (e.g., advertising). CAD programs are not really suited for 
presentation graphics purposes. On the other hand, artistic programs such as Arts 
and Letters Editor and Micrograhc Designer, with their large collection of ready-made 
clip art, are useful if we need to create types of graphics not available in traditional 
presentation graphics programs. These programs, however, are much more difficult 
to use and very labor intensive. This is because we must construct the graphic 
entirely from scratch using symbols (e.g., lines, circles, squares) and available clip art. 

Draw programs allow considerable control over all aspects of a drawing. For exam- 
ple, the program allows control of the exact of objects on the 
screen, providing a set of rulers marked off i ons you desire. The 
mentioned programs let you zoom in to mak, lyIb au,uoullLlxw hen zoom back out 
to finish s picture. 

size and placement 
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Presmranvn wapbks Programs 
Business presentation graphics programs are mose wmcn nave me ability to automati- 
cally utilize data to produce statistical charts such as pie, bar, and line charts. These 
P' ngrams are what we use most often in OEI. 

ie flexibility that different presentation graphics packages provide v: ...-,- * . . .. c 
TI aries. Most 
programs amer somewnat m me nummr, type, ana appearance or graphics they can 
produce. However, all can create simple bar, line, and pie charts. Only more 
sophisticated programs create specialized charts such as exploded pie charts, hist- 
grams, scatter graphs, and many more. A few advanced presentation graphics 
programs (e.g., Microsoft Chart) are designed to create complex statistical charts, and 
plot such things as regression lines, modes, means, and moving trends. 
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m y  presentation graphics programs now include simple to moderately sophisticated 
drawing functions and slide show presentation features. This means that you can add 
such things as arrows, clip art symbols, etc. to the graphic. Examples include Har- 
vard Graphics, Freelance, and Wordperfect’s own Drawperfect. Because of the 
addition of drawing features and clip art libraries, the line between draw programs 
and presentation graphics programs has begun to blur. 

If your graphics program has little control over graphics enhancing and modifying 
features such as 1) label size and positioning, 2)  addition of subtitles, 3) chart posi- 
tioning on a page, and 4) color palettes, the program (e.g., Lotus Spreadsheet version 
2.1 or lower) is primarily for analytical work rather than presentation purposes. The 
more options a program provides, the more flexible it is, and hence, the more 
personalized the graphics can be. 

hits are even simpler for those programs which can use a mouse (an 
’iting device). For some presentation graphics programs and most draw 
pointing device, such as a mouse, is required. For those of you who 
d a mouse, you will fmd that you can navigate through menus and 
mphics features with a point-and-click technique. 

tation graphics programs may be available for your ofice use. Draw- 
2uattro Pro have been made available to each region. Other presentation 
gams that some regions may have been using might include one or 
Following: 

Microsoft Chart 
charisma 
Lotus Graphwriter II 
Microsoft Powerpoint 
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Appendix A: Importing and Manipu- 
lating Graphics in WordPerfect 
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After creating graphics in your graphics package, the next step is to incorporate them 
into WordPerfect. The following are examples of steps involved in the process of 
importing graphics and changing them within WordPerfect to meet your needs. 

As mentioned earlier, some programs (e.g., Drawperfect WPG extension) produce 
fdes that are directly importable (you do not have to change the fde's format) into 
WordPerfect. Many other programs (e.g., H a d  Graphics and Lotus Freelance) 
produce files that must be converted (exported) by the graphics package as a fde 
we WordPerfect will accept. It is generally best to export the fde as a metafide 
(CGM extension); however, exporting to files with certain other extensions are 
acceptable (e.g., PCF, TIF or PIC). If you will be printing to a postscript printer, 
exporting the image as an encapsulated postscript fie would generally be the best 
option (EPS extension). 

i 

I 
i 

j 
i 

Impoi 
The stel 
fde imp 

Result: i/ 
/j 
, Select 

Type: 

Rememl 
sion anc 
impoltil 
the defs 
Cl-.. n 

Zzng a Grapbic 
ps shown below add a scanned image called 1ogo.tif into WordPerfect. The 
orted could just have easily have been any graphic fde y 3 import. 

ALT-F9 (Graphics Key) 
Option I (Figure) 
Option 1 (Create) Figure A-1: Graphics Deflnrnon ~creen 

DellnltloK Flgure 
1 - Fnenirne LOQO.TIFF 
2 - cont.nt. Qraphlc 
3 - Camon 
4 -  
6 -  
8 -  
7 -  !5' (hlph) 
a -  

Graphics hflnitlon screen 

@tion I (Fienume) 
LoG0.nF 

ber to include the fde exten- 

ig or specify, using Shift-F1, 
d t  location of your graphics 

IUFD. dtherwise, the fde will not be 
found. 

3 path (subdirectory) when 0 -  

Anchor Type Parigreph 
Vertleal Posltlon 0 
Horhontil Posltlon Rlght 
812. 3.25' wlde x 3.2 
Wrap Text Around BOX Ye8 
Edlt 

I: 0 

Select: Ophkm 4 (Anchor T@e) 
Select: Option I (Paragraph) 
Type: (Return) 
Type: (Return) 

This accepts all of the defaults. The result is a three and onequarter inch square 
figure box placed in the upper right hand comer of the page. Use the WordPerfect 
t A e n r  rlnm.man+ r ~ m m n - r l  I C h i k F 7 U f 3  in n m . . i n - r  iha hnv Tha hnv rhn>.lrl a n n e - v  



F M  A-2 
as in Figure A-2 (the image size and shape will differ 
depending on the fde you select). 

That's it, you've merged text and a graphic! 

@ 
Had your cursor been anywbm otber tbun 
tbe top of tbepage tbefigure would baue 
been p k e d  on tbe line wbere tbe cursor was. 
Tbe &fault Horizontal position of a grapbic 
is to tbe rigbt. Most of tbe time we need to 
cbange tbe borizontalposition [optfon 6) in 
tbepapbics &efmition screen to *center.* 

Another way of positioning graphics is to change the 
anchor type to "Page." Rather than the figure being 
placed at the vertical position of the cursor, the figure 
will be placed either at the top, the center or the 
bottom of the page. Another option allows you tc 
specifiy the exact vertical position in inches (see 1: 

Moving a Figure Box - - 
Suppose you want to change the location of the figure on the page. This can be 
done by 1) setting the anchor type to paragraph, blocking the figure and moving the 
graphic to the line where you want the figure to begin (or changing the vertical 
position lloffset" location from the line where the figure is located), or 2) manipulating 
the options such as vertical and horizontal position when the anchor type is "Page." 
Using this figure, try the following to move its position after the "Page" vertical 
position is selected: 

Type: AT-E9 (Graphics) 
Select: Qotion 1 (Ftgure) 
Select: Option 2 (Edit) 

Type 1 
Type: (Return) 

Result Tbeorlgin, 

Select: Option4( 
Select: Option 1 ( 

Result: Tbeancbo 

Lowering the 
Select: optton 5 ( 

! 



Result: You 71 be off& the following options: 

option I (Full Page) 
option 2 (Top) 
option 3 (Center) 
option 4 (Bonom) 
option 5 [Set Position) 

Result: OBetfivm top ofpage 1.16' 

m: 3 
Type: Return 

Result: 'Ibe gmphics box FF moved 3 inches doumjbm 
the top of the page. [See Figure A-3) 

rype: (Return) 
be @etum) 

his returns you to the editing screen and you can use view document (Shift-F7)(6) to 
lreview your page. 

Moving the Box to the Let% 
ype: 
elea: 
elect: 

_.esult: 

w m: 
Select: 

Result: 

Select 

Result: 

Type: w 

ALT-F9 [Graphics) 
option 1 (Figure) 
option 2 (Edit) 

Figure 2 

1 
(Return) 

option 6 (Horizonkal Position) 

Youll be o f f d  the following choices. 

qpnm 1 (Margins) 
option 2 [Columns) 
option 3 [Set position) 

option 3 CSetposition) 

Offsetfrom left ofpage: 0" 

3 
(Retum)(Retum) 

a The logo is now 3 inches from the left hand border of the page. The ability to align 
boxes with borders of page or column makes it easy to control the appearance of the 



ResMng Figure Boxes 
It's just as easy to size a box as it was to move it. 

Type: ALT-I9 [Graphics) 
Select Option 1 (Figure) 
Select: Option 2 Wit9 

Result: Figure 2 

Type: 1 
Type: (Return) 

Select oprton 7Csiz) 

Resulf: You'repented with four optiom: 

Option 1 Set Width/Auto Height 
Option 2 Set HeighVAuto Width 
Option 3 Set Both 
option 4 Auto Both 

rfyou choose Option 1 [width, auto height9 the height of the box will automatically be 
madeppottionate to the width of thegmphicsflle kingphced. 

c $tion 2 mak ES the width of ba xpportionate to the height oj 

. .  
Option 3 o f f a  maxltnumfl&bility but must be used with care. Since you will 
the dimensions, proportionality is oftm lost. Do not use this option unless there is a 
need to distort the image. 

Increasing Box Width 
ry the following to make the box wider, but maintain 
irrect proportions: 

:lect Option 1 Width/Auto Height) 

mlt: Width - 3.25" 
ype: 5 
ype: (Return1 

mlt: Since the logofile is a squum, the height ako is 
mask 5 inches. [See Figure A 4 3  r f  the original 
logo had been rectangular, the height would 
increase by an amountpmpottionate to the 
WMth. 

I 



Decreashg BOX Height 
select: @tion 7(Size) 
Select: Option 2 G?Ieigbl'Auto Width) 

Result Height - 5" 
Type: 2 

Type: (Return) 

Result: Notice bow the width is reduced to 2 inches, 
again maintaining the comtproportionr of the 
SqtWtW gmphic. (See Figure A-5.) 

Now create a rectangular box for the square graphic. 

Select Option 7fSfze) 
Select: option 3 (Both) 

Result: Width -2" 

Type: 5 
Type: (Return) 

Result: Height - 2" 

T y p e : 4  
Type: (Return) 

f you view the document, the logo will be o 
horizontally. 

'cioving Gwapbics Inside Boxes 
it's a simple matter to move the image (crop) 

m: ALT-B CGmphicS) 
Select: oprron 1 @gum) 
Select Option 2 @diO 

Result: Figure 2 

Type: 1 
Type: (Return) 
Select: @tion9(EdiO 

Result Figurn 1, wfth logo image appean on the screen. 

Type: L@ Cunm control @. 

A-5 



Result: Each time you bit the kfl cursor control k q  the 
logo will move slightly to the lefl. This sbi& the 
percentage in tbe lower rlght band comer of the 
s c m .  ClOpercent  is the default.) 

Type: @zs&) Oprionr are 1,5, 10 or 25penent 
displacement. 

To move the image a set distance. 

Select lC+fove) 

Result: Horfiontul - 1 
T y p e 2  
Type: CQetum)CQetum) 

This moves the logo 2 inches to the right. (See Figure 
A-6.) Enter a negative number (e.g. -2) to move to 
the left. 

Result: Horlzontal - 2" 

Type: -2 

A-7 

+: meturn) 

Result: V'cal = 1" 

Type 1.5 
Type CRerUm) 

This moves the logo one & one-half inches higher in 
the box. (See Figure A-7.) If you want to lower it, 
enter a negative number (e.g. -1.5). 

L I 



Resizing Grapbics I m g e s  Witbin Boxes 
Simply by pressing (Page Up) or (Page Down) you can change the size of the image 
in the box. 

Type: clnsert) 

Again this increases or decreases the image by 1, 5, 10 
or 25 percent. Increasing the image by 25 percent 
changes the image as shown in Figure A-8. 

Rotating Grapbks I m g e s  
To rotate the logo to the left, hit the (-1 key. To ro- 

! to the right, hit the (+) key. Once again, you can 
the (Insert) key and toggle 1, 5, 10, and 25 percent 
ition. 

ct: Option 3 (Rotate1 

ult: 

e: 90 
e (Return) 

ult: Mirror Image? f l 5  No 

e: (Return) 

ult: 

Enter number of d e g m  (G3601 

The logo is rotated 90 degm to the lefl. (See 
Figure A-9.1 

ataging Bor&s 

:a Option 1 (Figure) 
e: ALT-F9 (Cmpbics) 

uncla option 4 CoptlolLF) 

Result: 

Select: Option I (Border Style) 
Select 

You’re presented the Figure bar options menu 

Option 7 (Extra Thick) four times 

A-9 



Result: 

Select: 

This replaces the single Iine border with an extra thick border. [See Figure A-10.) 

Option 1 [No) four times. 

Result m e  border disa@an. (See Figure A-11.) 

Figure A-10 p%mc A-11 

PIadng aptions 
Type: A T - I 9  
Select Option 1 (Figure) 
Select Option 4 [Options) 
Select 
Select: Cptfon 1 [Below Box) 
Select: 

Option 7 (Position of Caption) 

Option 1 [Outside of BomW 

p%mc A-12 

The caption isplaced below the k. [See Figure 
4-12.) Ifvou had selected [Above Box) the cap- 
’ion would have been pIaced above the k. 
Wng the caption to place the title of the g q h i c  
along with thejgure box r e fmce  works vety 
wI1. Placing the title in the caption k, rather 
%an including the title in the graphics pmgmm 
wlor to ezporting the file, pmuides co&temy 
‘e.g., title font and size) andprovides moreflai- 
%lily i f p u  need to size the graphic. Specipcal- 
y, if the title is a part of the imported graphic, it 
uill increase or demase in sfze as the graphic is 
ized. As a consequence, title sizes can quickly 



Appendix B: Graphics Files and 
Formats 
Grapbics F i k  Compatibility Witb WmdPtvfect 
File incompatibility is a problem faced by anyone who wants to mergehcorporate 
graphics produced in one graphics package with another graphics package or a word 
processor (in our case, WordPerfect 5.1). Prior to Wordperfect 5.0, we were unable 
to incorporate graphics into our text documents created with WordPerfect 4.2. Our 
only alternative was to cut and paste a copy of the graphic onto the hardcopy 
document after printing or to purchase a utility program such as INSET by INSET 
Systems which could merge graphs and word processor files at the time of printing. 

With WordPerfect we have a program which will incorporate graphs via the ALT-V 
keys. Is it true we no longer have to cut and paste or buy other programs to achieve 
graphics and text merging? The answer is largely yes. However, it depends upon 
what graphics package produced the graphic, what file formats the graphics package 
can export, what changes occur in the file image as it is exported from the graphics 
package and then imported into Wordperfect 5.1, and finally what quality of graphics 
image you are willing to accept. 

Graphs produced directly by a graphics package to a printer such as a Laserjet or 
Postscript printer are usually of high quality. Even graphs produced by dot matrix 
printers are g o d  although they do not usually reproduce on a copy machine as well 
as output from a laserjet. However, the same graphic imported into Wordperfect 5.1 
may be totally unacceptable. Rarely does anything come without a cost. The cost for 
us in importing a graphic is the output may not be of the same quality as we can get 
from cutting and pasting the original into the document. This is not to say that 
programs cannot export fiies that produce good, if not the same quality, of result as 
the graphics program itself produced. Drawperfect works very well with WordPer- 
fect. 

The question that you must be asking is why shouldn’t any exported ffle look just as 
good produced in Wordperfect as it looks directly from any graphics package. The 
answer is technical. There are so many makers of graphics programs, word proces- 
sors and desktop publishing programs. While there are several American National 
Standards Institute (ANSI) standards, like many laws, these have been more honored 
in the breach than in the observance. Quite simply, every software vendor believes 
that he or she knows best about how graphics should be done in a particular applica- 
tion. There is no market leader in graphics that everyone else will fall in line with. 
Certain formats, like PC PaintJ3rush‘s PCX and 1-2-3’s PIC, have become popular, but 
they’re not standards in the same way that Lotus’s WKl is for soreadsheets or Ashton- 
Tate’s DBF for databases. 

Wordperfect can import the following formats directly with no changes. A partial list 
of file extensions (see WordPerfect documentation for full list): cgm, eps, pic, p a ,  
tif, wpg WordPerfect’s own graphics extension). Some programs, such as paint 



Using Graphics Effectivdy 

programs, and only one presentation graphics program (e.g., Drawperfect), produce 
fdes in a format that WordPerfect can import directly without the graphics program 
having fmt gone through the process of exporting the fde (exporting is not the same 
as just saving a file). Virtually all presentation graphics programs have the ability to 
export a graphics file in a format(s) acceptable to WordPerfect. However, you may 
notice that the imported version of the graphic looks a little different. The shading 
patterns have changed and the typeface of the labels and title are different. Using 
different printer drivers can have differing results (example, using the driver for a 
plotter as the output device before exporting the file and importing into WordPerfect). 
You must experiment to fmd the best results. 

Only Drawperfect produces fdes with WordPerfect’s graphics fie extension (wpg). 
Since WordPerfect developed Drawperfect, it is no wonder it suffers few or none of 
the distortions of graphics imported into WordPerfect from other graphics programs. 
For this reason alone, Drawperfect is worth your consideration when creating 

Some other programs (e.g., Harvard Graphics) may even require that a special driver 
be installed in the computer‘s config.sys file prior to the generation of the exported 
fde. The driver is required to allow the metafile created to retain all of the character- 
istics (e.g., font type) of the graphic as viewed in Harvard Graphics. 

Raster and Vector Graphics 

graphics. 

The two basic types of graphics file formats are known as raster (more commonly 
called bit mapped) and vector (or object based). Each is used for different types of 
graphics. A bit map uses one bit of computer memory (or more if shading or color) 
to store a black or white dot. Such a method limits the resolution of the drawing to 
tht  a full page of 
bit one megabyte 
of lllLII1vIy. uuLL~LyuL~Juy, cvllullLlcuLl pIvsjlpIIw uac uIc. ‘esolution of the 
co pc rerJet at 300 dpi. 

? limitations of the computer‘s memory. To illustrate this limitation: 
: map drawing at 300 dots per square inch (dpi) would require over 

rn..a.-7..,-+1., cn......A-~;-~ --i..+ -mnrrmr ..-., +he -, 
mputer screen which results in 

aw programs, on the other hanc . -  _ .  .. - .  

~~ 

>or quality when printed on a La: 

print at the highest resolution of . .  - .  . Dr 4 the output 

beautiful graphs using 
the screen when viewi 

device [LaserJet) regardleec nt thP ccre-n wenliltinn l’hat’c whv vnii can produce 
looks terrible on 

J I - -  ---- -_ -_- ----- _ _  _ _  _--- ..__ 
a low resolution CGA monitor even though it 
ng the graph. 

-grams, screen caprure prc 
Examples are PC Paintbru 
-1 -- - ^^_I^^ -c -I--,- -_ . 

s a list of drawing instr 
xtension) are unique. ’ 

3 .  

xiom describing ir 
ie images are storc - 

Paint pi 
format. 
describeu aa a acne> 01 p x e ~ >  or dots. On the other hand, vector images are stored 
a UI idividual objects. Postscript (.EPS 
e TI :d in the postscript language and thus can 
only D e  pnntea on a postsmnt nnnrer. I ne  IanrmaQe is more complex than a simple 
vector list of instructions. 

>grams ana scanners proauce rues in a raster 
Ish and Windows Paint. Raster images can be 



The great advantage of vector graphics over raster is that vector graphics can be sized 
without loss of resolution, lines are smaller and objects are treated individually. An 
explanation of resolution follows. Imagine if you increase the resolution of your 
LaserJet (dots per inch), or computer screen (pixels per inch) by a factor of 4. 
Wouldn’t the drawing you did in PC Paintbrush look or print with more resolution 
(smoothness of lies)? The answer is “no.“ The following illustrates why. Notice 
how the resolution of the image (blackened squares) does not get better for raster 
images while vector images do get better. 

plsrne 5 1  

II 00 00 00 
II 00 00 00 
0011 00 00 
0 0 I I 0 0 0 0 
00 00 II 00 
00 00 II on 
0000 00 II 
0000 00 II 

m o n n  

CIoCIm 
RASTER MAGE 

Raster (paint type) images offer less .auLuuc blrmlsbllzLlrr IruuLum. 
When the images are reduced in size, the dots become too close to each other and 
detail is lost. Likewise, enlargement can cause an image to break apart, because the 
dots defining the image are moved further apai rt. 

1L.e.” “ C  :̂ A:. The fact that vector programs store objects like llllcJ - LIIUI&UaLI vv,r;Lw, 

to manipulate (rotate, flip, move, size) the object easily. All that is involved is altering 
the information (e.g., specifying the line: start point, stop point, width, etc.). This is 
not the case v le 
up of individl ettle 
for painting p 
over. 

you 

dth an image created with a paint program. Since the image is mad 
la1 pixels (dots), every dot must be altered individually. You must s 
ortions of the image back to white (or whatever color) and starting 


